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1. Application Type 

Signing In to the E-Permit Application 
To manage your account, sign in using your credentials and click Sign In. 

 

  

To manage your 

account, Sign In 
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Creating a New Permit 
To create a new permit: 

¶ Click the Create New drop-down 

¶ Select Permit Application 

 

  

1.  Click Create New 

2.  Select Permit Application 
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On the Select Application Type screen: 

¶ Select Occupy the Public Right of Way 

 

Note:  You may not have as many options of permits dependent on the types of licenses you have. 

Select Occupy the 

Public Right of Way  
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2. Applicants 

Primary Applicant 
The company associated with your web login will display the Primary Applicant. 

If an entity other than you or your company should be listed as Excavator / Sub-Contractor than click the 

Add Excavator / Sub-Contractor button to display the Search for Excavator / Sub-Contractor dialog box. 

Otherwise, click Next Step to proceed.  

 

  

If another company 

should be listed, click 

the Add Excavator / 

Sub-Contractor button 

Otherwise, click the Next 

Step button to Proceed. 
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Excavator / Sub-Contractor 
Add an Excavator / Sub-Contractor information: 

¶ Enter the Company Name (required) 

¶ Enter the Primary Phone (required) 

¶ Enter the Email (optional) 

¶ Enter the Address Line 1 (required) 

¶ Enter the Address Line 2 (optional) 

¶ Enter the City (required) 

¶ Select the State (required) 

¶ Enter the Zip Code (required) 

 

  

Enter the required 

fields and click Save. 
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The new Excavator / Sub-Contractor will be added to the application: 

¶ Click the Next Step button to proceed 

 

Click the Next Step button 

to proceed. 
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3. Basic Job Information 

Enter the Basic Job Information: 

¶ Enter the Project Name (optional) 

¶ Select the Activity Type from the drop-down (required) 

o Select Manhole Access 

¶ Enter the Description of Work (optional) 

¶ Click Next Step to proceed 

 

1.  Enter the Project 

Name 

2. Select from 

drop-down list 

3. Enter Description 

of Work 

4. Click the Next Step 

button to proceed 
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4. Application Information 

Emergency Contacts 
Add Emergency Contact information: 

¶ Click the +Add Emergency Contact Information button to display the Add Emergency Contact 

Information dialog box 

 

To Add Emergency Contact Information: 

¶ Click Add Emergency Contact Information to proceed 

 

Click the +Add Emergency 

Contact Information button 

Click the +Add Emergency 

Contact Information button 
























